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FOREWORD

L d

~

The challenge to assist youth in gaining the skills and knowledge to plan and execute meanirg-
ful careers is a major concern of the educational community, particularly high schools. In response
to this challenge, The Center has developed and tested, 'under the sponsorship of the Education and
Work Group at the National Institute of Education and with the help of nearly fifty high schools
. located throughout sixteen states, the Career Planning Support System (CPSS). This product shows ) i
how to deliver improved, cost-effective career guidance services that meet the needs gnd fall within
" the resources of the individual school. The procedures in these materials are systematically pre--
sented to help local schools engage in sound planning, implementation, and evaluation. It provides
them with the capacity for self-renewal. ' .

It is important to note that the-Career Planning Support System does not prescribe the content
of a local program; rather, it enables teachers, counselors, students, parents, and community mem- -
bers to decide on the specific program to be followed. It is a flexible product in that it does not
necessarily displace existing efforts, but describes how existing activities can be brought-into an in-
tegrated systematic approach to the'delivery of career guidance services. »

“

t—n

The Center is pleased to present this product. We ée grateful to Dr. Robert E. Campbell,
brogram director, who led in the-conceptualization of CPSS and patiently guided it through years
of*development and field testing. He hgs been ably supported during this period by staff persons’
whose names are indicated at appropriate credit points in the varioug publications. We-are deeply
grateful for the cooperation and congistent enthusiasm of the participants in the field test ; their

- names and locations are given on the inside of the back cover. g o

~

R . .  J
A complete list of products developed in connection with CPSS, and occasionally refe? to

throughout the various guides, are printed on the outside of the back cover. )
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The Center for Vdcational Education's mission is to increase the ability of di;rerée hgéncies, )
institutions, and organizations to solve educational problems relating to individual career planning,
"preparation, and progression.. The Center fulfills its mission by:
" e Generating knowledge through research : - R .-
*. _ Developing educational programs and products ‘ o * |
. ] . " . - ‘
*  Evaluating individual progsam needs and qutcomes b
* e, v
e.  Installing educational programs and products p R
e  Operating information systems and services
v ¢ . . ) .
e  Conducting leadership devel_opment and training programs .
’ ) . ’ . : . N
The Center team responsible for the Career Planrting Support System developed from the i
national field test, 1974-76, consisted of: ’ /
‘ Dr. Rébert E. Campbell, Prdﬁm Director, 197476 . / | _
\ A i . , N /
Dr, Warren N. Suzuki Dr. Richard P. Coatney, Specialiét v
Associate Program Director, 1974 . and Coordinator of Revision, 1974-76
Mr. Harry N. Drier o Mr. Paul mltr ,National Field
Associate Program Director, 197475 . Test Coordi 71974-76 -
‘ - Dr Marshall" Amesquita, Developer, 1274-76 ‘
Ms. Stephanie Busler, Project Secretary, 1974-76 -
' Ms. Carolyn M. Burkhardt, Writer/Develdper; 1976 \
. - Ms. Norgen Hayes, Developer, 1974 . " ’ - .
. : Mr. Johs Howard, Developer, 197475 - < -
Dr. H. Lawrence Hotchkiss, Evaluation Specialist, 1975-76 . )
Dr. Ralph J. Kester, Developer, 1976 - . )
P L Ms. Katen Kimmel, Writer/Developer, 1974-75  * . B
. " Ms. Cheryl M. Lowry, Writer/Editor, 1974-76 | . )
' : " Ms. Narjcy Robinson, Preject Secretary, 1976 ° «
‘Dr. Johh Russel, Developer, 1974-75 . : >

Dr. Am}a Tso, Developer/Writer, 1974-76
5 L , ‘ Ty
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INTRODUCTION
. »®

)

It is hoped that you will find this hand-
book helpful in calrying out your role as a
member of the €areer Planning Support
Systerh (CPSS) Advisory Committee. The
handbook explains the nature of CPSS, how
it works in the school, and what is expected
of the Advisory Committee.

, .
' In brief, CPSS is a problem-solving pro-
grant that helps high schools better prepare
all students for planning and executing their
careers. It treats career in a broad sense. -
That is, a person’s career consists of educa-
tion, paid or non-paid work, leisure, and
avocational pursuits.

You may be wonderjng-why CPSS was
developed. Often young/people decide upon
an occupation without sufficient information
about the education or training they will need
or the implications theit choice will have for
a lifelong career. Some do not know if the
salary they will earn will provide for the style
of Lmng they would like. Others may not
even know what they would actually be doing
in the occupation they choose. Being aware of
sources Jf information about jobs and how to

" apply’for-a position and secure references are
just a few of the basic skills [necessary for chart-
ing a career. Deficiencies in these skills create
unsound career dgcmlons . 1 .

! Y

Once in the labor force, many young
workers move from job to job, trying to find
the right type of work for themselves with-
out really knowing how to go about it. Be-
cause of the changing nature of our society

‘ @nd he labor market, young people not only

to make career decisions for their first
years-after high school but must be prepared
to plan for pethaps several job changes
~throughout their work-lives. They need to
know how to cope with change, how' to con;
tmue to learn, and ?ow to be able to make and

-

implement a sen@s f career decisions. CPSS
gives your school procedures to design a pro- -
gram to meet the career development needs of
‘its students.

.

CPSS is a broadly based approach to help-
ing students strvive. in the world of work. It’s
based.on ‘the following assumptions:

N Career deVelopmentrgssistance must
be made available to all students.

Although counselors are key figures,
the responsibility for helping stu-

dents with careers belongs to every-
ome. -

-

A

CPSS calls for a systerpatic approach to
helping students with career, development skllls
Being systematic, it aso helps schools be more
responsive to student needs and more account-
dble for what they do in meeting those needs.
Essentially, CPSS is a planning, implementing,
and evaluating operation that'ig ongoing. That -

- is, CPSS should be able to help ‘students even _,

though their needs may change over time.

The school has formed a Steering Commit-
tee to manage the project’ They will gather
questionnaire data to determine goals to work
towards and assess the resqurces that are avail-
able to reach those goals. Qnce goals are $6c__
lected by priority, the Steering Committee will
decide where activities should be developed to
reach students. Usually, teachers will develop

, actiyities, called career development units
.{CDUs), to incorporate into their subject areas.

Where activities are built in; However, is flexible.
Once.students participate in a given CDU, it is
evaluated and stored with other units ina cen-
Jral file. At the end of a given year, all units
are reevaluated in terms of global program !
goals. Adjustments are made if necessary.

After two or three years of lmplemehtmg stu-
.dent activities, the Steering Commitftee will re-
administer questionnaires as anothef means of
evaluating program success. And so the process
continues. e ; ’

ROLE OF THE
ADVISORY COMMITTEE

L

N Tfle primary role of thé Advisor‘y Co.r'n- .
mittee is to advise the schoel on the developing




' 4
, /. !
¢areer guidance program. The committee * & ADVISORY COMMITTEE’S ’
should be a source of counsel and guidarice ROLE DURING THE VALIDATION
so that the principgland Steering Committee OF BROGRAM GOALS
have valid information on which to make N . CHF
sound decisions. The Advisory Committee’s -
¢ insight into such areas as parental aspirations At the same time that resource informa-
for students, expectations of the school, eco- " tion about the school and community is gath-
nomic forecasts, manpower projections, and” “-éred, questionnaires are administered to students, ]
the career development of youth can be of parents, graduates, and faculty/staff. Data col-
“y great value to the school. -The Advisory Com- lected from these questionnaires determine stu-
. mittee also serves as a communlcation linkage deni need for skills'in the foliowing five areas of
between the school’s CPSS project and the career development skills:
greater community. Besides informing the
public of what the school is doing for its stu- 1., Self-awareness, social awareness, and -
. dents, the AdvisoryCommittee brings feed- problem-solving skills
. ' back to the school from the community. ’ ' N
T { ] 2. Career exbforation skills
The rest of this handbook provides infor- T
mation on and suggested procedures for the 3.  Job acquisition and problem-solving
Advisory Committee to fulfill its duties as a \ skills | .
source of advice and information. In some
cases, the entire Advisory Committee will be 4. Education and training exploration %
asked to provide counsel; in othereases, you skills S

may be approached individually. v Ce
- 5. Education and training acquisition
' and problem-solving skills

. ; Goal statements are provided in CPSS for
i ) each skill represented on the student question-
’ naire. The Steering also may write goals to re-

ADVISORY COMMI'i‘TEE’S . flect the requirements of state or local education
ROLE DURING RESOURCE agencies, to include career guidance activities al- ,

ASSESSMENT ACTIVITIES . ready operating.in the school, or to make the list
o of goals for your Chreer guidance program com-
plete and comprehensive.

e'Resource Assessment Task Force Y -
generated by the Steering Committee, will . Priorities are assigned to each career devel-
colldet information on various aspects of the opment’area based on the information.provided
sehobl and community. . You may be asked - by the four groups that were surveyed. Priorities
to review some of the information that the . also are assigned tofthe goals within each career
- task force has documented to verify its accu- development area according to student need for

racy. Insome cases, you may be asked to as- each skill as indicated by the student question- -

* sist the members of the task force with the naire. Thegpriorities determine the order in Which *. -

. identification of appropriate sources of .infor- goals will bg approached for implementation in
mation. You may need to advise them of - your career guidance program. ° o
alternative sources should the information, . . - ' T
that they recorded be inaccurate, inappro- / : The results of the above proceszes should be

priate, or incomplete. The Advisgmy Com- resented to thg Advisory Committée as follows: *

mittee will review the resource findings ata ° -
meeting when program goals are considered, - 1. Aset of completed data s}:mmary
the next activity. - . ’ ’ : tables containing results ftom -
- l _— . , . . 3 '
_ A i " } f[
e ' - 2 *
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lowing:

prove

/o

questionnaires administered to

students, parents, graduates, and
faculty/staff (Tables 40-49)

2. Statements of recommended goals
for the school’s career guidance
program and tentative priorjties
for implementing each of the pro-
gram goals (program goal forms)

\
r

8

Your tasks as advisors should be the fol-

{ ~

1. Review the priorities assigned to

each career development-area to be
certain that they accurately reflect °
the degree of need indicated by the
questionnaires.

“ 2. Review the priorities assigned to the

princ

goals within each career development
atea to be certain that they accurately
reflect the degree of need indicated
by-the questionnaires.

3. Review the goals selected for initial
implementation along with the find-
ings of the resource assessment. In

™

light of available resources to support ‘

activities, have a feasible number of
goals been selected for initial imple-
, mentation®

L

Discuss y8ur recomme;ldations wﬁthe
ipal and the CPSS coordinator.
: "

‘y

-

. /,’

>

ADVISORY COMMITZEE'S ROLE
DURING THE REVIEW OF CAREER
. DEVELOPMENT UNITS AND THE

¢

‘ ANNUAL PROGRAM REVIEW

The Career Developrent Unit (CDU) is
the activity through which students move to-

-ward achieving selected goals. The units may

be,of any length and involve any number of

students, depeiding on the nature of the activ- o

ities. Persops who develop units have @ sug-
gested format to use that has key infarmation
requested for keeping track of activities and
and for replication. A copy of the format.is ih

‘the Appendix for your reference.

The Steering Committee is charge.d with
orchestrating the development bf units and
seeing that the students who neet help are
getting it. Obviously, there could be many
units developed and taught within a given '
school year. As'a means of evaluating the pro-
grAm, an annual review is conducted to examine
the activities of a given year. Both the Steering
and Advisory Committees are infvolved.

You will review ‘the evaluation results for
each CDU, the Steering Committee’s recom-

mendations about these units, and their.recom:

mendations about additional units and/or goals.
You then will make suggestions with regard to
the Steering Committee recommendations.

This has-been a general description of Ad- .
visqry Committee activities. If you have ques- .
tions at anytime,-do not hesitate Yo check with
your school’s\principal or the CPSS coordinator.

kY
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CDU TITLE: . T
. . ] '
~ ’
1. GOAL(S): (Write the goal ot goals that your actlvmés will address as demgnated “
" by the Steering Committee. Include also the goal number and prior-
v lty of the goal.)
2. OBJECTIVES: (List the behavioral ob]ectlves for thig unit. Number each *behav10ra[
objectwe and denote enabnng ob;ectlyes ) . C
3. INSTRUCTOR(S): (List all those who will teach\the unit.)
4. INFUSION POINTS- (List specifically where the CDUF will be 1mplemented e.g., the
_ classes where'it will be taught.) )
5, PAR’IgDIPANTS: Actyal number: (Total number of stu&xts teking‘the @DU)
- N
. Target group and number: (If feasible, briefly describe'the group
) . of students and the total number who éventually will take the CDU
& ‘ eg., mnth grade 250) . . o
6. SCHEDULE: - (List the dates and, if necessary, the time for implementing theE
. 'CDU. Tlme may already be specified by the 1{1fu510n peints.)
7. METHODS: Y - (List the methods in the order in which they will be used. You also
. 1 ¥ ° may want to list when each method will be used.)
8. RESOURCES: (List the resources [ people, space, equipment, and materials] for
, each method as well as their availability and cost ) .
N -
9. EVALUATION.. Y(Aftach the suggested CDU evaTuatlon form‘bn the following page

or attach another one you have developed or obtained. Also attach
any forms that will be used to evaluate achievement of behavioral,

- objectives. These forms should not be filled out until after you have

taught the CDU. Descnbe briefly the evaluation procedures you will
follow ) , :

3
s
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. ‘ ‘CDU EVALUATION FOR . . . N
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- Mr Richard Green, Guldmce gnd Counseling, Columbus - MS Melissa Cummins, Garfield High School, Garretsville
. [ T & \
" : * . * UTAH : . '
State Department of Education Goordinators School Coordinators B '
— Mr. Russell Whitaker, Mr. Paul Warner, and — Mr. Grant Johansen, North San High School, Mt. Pleamnt
. Mr. ScottOrme, Pupil Personnel Services, Salt Lake City = Mz, Ken Littlefield, Ben Lomand High School, Ogden
: - - - WASHINGTON . -
Stite Qepartment of Education Coordinators 4 School Coordinators
— Ms. Carol Penny and Mr. Darrell Hines, - S -= Ms. Barbara Gregory, Isssquah High School, Issaguah ’
Pupil Personnel Servicés, Olympig and Seattle i — Mr. Robert Hansen, Mark Morris High School, Longview
- . — Mr. Robert Lingow and Ms. Helen Liebery, Wed. anley High
] School.Spokane
/ 7 — Ms. Liela Nicholas, Interlake Senior High School, Bellevue -
o ' D i f!. — Mg, Dorls Smith, Walla Walla High School, Walla Walla
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THE CP&REER P NG SUPPORT SYSTEM &~ -
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Copmg in the World of Work: Practzce in Problemﬁolvmg "

‘A career development mstruchonal unit designed to assist md?:nduals develop coping

strategiesto deal with work-entry and 30b adjustment problems. The unit includeés an
_ Instructor’s Handbowk, Students Guide, Handé ut/Transparency Masters and. Film-
) stnp/Audlo Casette Programs >
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Career Development for Wormen

“Sugar and' Spice is NQt thMer A Parent Handboak on the Caroer Ir@hcatlons
of Sex Stereotypmg,”' by Loulse Vetter, Chieryl Mendeth'Lowry, and Cafolyn.y
Buxkhart . - A 'z,

“Career Patterns of a Natlanal Sample of Women ”by Loulse Vetter and Dﬂﬂd Ww.
Stockburger - ~

LA 4

David W. Stockﬂrger and Chnstme Brose . i

¥, R ‘e

“t‘areer Devalopment for Mmonty Youth !
“Invofmg Significant Othegs i in C eer Plannmg A Counselor s Handbook »? by
Carolyn M. Burkhart, Sandra R. Orletsky, Cheryl Merideth Lowry H. Lawrence

t Hotchklss and Robert E. Campbeﬂ.

“Slgmflcant Other Bafhience Career Cﬁmée and Achi went: Selectlve Theoretlcal
and ConceptudxApproaches ” by }. Steveﬁ“{lcou, Eva ‘W Curry, and H. Lawrence
Hotch}nss , .

“Significant Other l’nﬂuenx and
, Urban Youth,” by Evans W Curry,

. Steven Picou, H L}Lmence){opehkmShniey
Scritchfield, and Johsi M. Stahura.

- Female Urban Youth,” by ‘Evans W. Curry, H. Lawrence Hotchklss Steven Plcdu,
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' ‘l :}. ,

‘‘Career Materials: Imbhcatlons forWomen s Career Development ” by Lou1§e Vetter, ol

Declslons “Yolume I, Blackand White Male

“Signifticant Other Influence and Career Declslons Volume II Blgck and thte B g
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John M. Stahura, Sh,uley Scrit chfield, and Je;pme Salomone.

The Center for Vocational Educatlon
CVE Publications .  + .
1960 Kenny Road .

A

Columbus, Ohio 43210 R

- “Tel: (614) 486-3655

For edgiitio‘nal information or ordering instructions (prices and.availability), o‘ontnct:,ﬁ
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